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ABSTRACT • . ' . ' 

* The major- goal of this project was to promote .-3 
process^of self -evaluation and -task re^xamina'ticn for t.he 11 division 
.chairmen and" the dean of instruction at Los- Angeles Harbor College.^ 
To identify needed procedyres and to dlarlfy ri^sppnsibilities^' 
^chairmen, responded to two questionnaires. . The first was distributed* 
to ^all members of the Curriculum a^vd Instruction Committee of which 
•the 11 division chairinen are the only voting members. Each member was 
asked to evg^luate 61 selected college responsibilities on the basis 
of impori;,fince. The fout responses were^ in order of decreasing ' 
importance: (l).must recommend •^j^prc^val; (2) must be consul'ted; (3) » 
may be consulted; (4) must be notified. A two-thirds margin in the 
t-wo. highes^categorie^ eg,tablished 20 of the 61 given 
responsibilities as proper functions of the committee. The second 
guesti?51inaife asked division chairmen to Indicate their comprehension 
of 53 ma^or responsibili-'-^ies and the procedural • obligations relating 
•^-♦■o each-* Of these^ '33 were identiffied as teguixing' either 
clarification'^ or written procednites.- The prepgpration of a manual of 
procedures for/divisiorial chairmen is the anticipated end product of 
this study. Questionnaires results are organized into tabular form ' 
throughout^ ^nd the survey^instrumerits are appended, (NHM) 
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Duties of. Division Chairrnen^Los 
» Angeles Harbor Coliege. 



Clas^g Description t Deoartmeni 
Chainnan Los Angeles Cominunaty ' 
College District ^•••••••••^ 



Refcommended Format for Procedures 

Dividion Chairmens Procedures Manual 



, INIRODUCTION 

In th6 fall of 1<97^» Xos Angele-S Harbor Col'lege 
was a twenty-si^ yea? old institution with a total 
student enrollment of over 11,000 students, 16? full- 
\ime day instructors, and over 200 part-time evening 
instructors. The instructional program was admini-- 
stratively organized into 11 divisions, each headend . 
by a division chairman. The 'divisions varied in size 
being, constituted of faculty from as few as two and 
as many as six di^iplines. Where there w.er.e a num- 
ber of ins.tructors, usually more than three or four, 
in a single discipline, a nominal department desig- 
nated by the name of » the discipline was recognized, 
l/ivision chairmen reported to the dean of instmacliion 
for the majority of their duties but also reported 
for specified functions to the' dean of student person- 
nel,.^ the dean of educational services, and the assis- 
tant dean of instruction for evening and outreach. 

The chairmen were guided in their duties by task' 
oriented general bulletins and by oral communication 
v/ith the^dean, but,, most gf all, by knowled^^e born of 

_^ . ' ^: 
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o:<.r^rien- or related v.--'iUv hy a predebessor. 
--■ .-ou.-n th- -h^ir.T.an''.; ^uzv sate.T.en.t described the 

eral r/it;^ire o: his 'res^^onsibilities/ very few 
prv^oedures had b-ec s^tVorth in priAt. - This largely 
oral traaition nad placed nea^^y dependence on the 
exoerience of chairmen and of the clerical staff in 
the Office of Instruc-tion. It also had re'sulte'd in 
an inareasin.^ vuT.ber of problems of com.-nunication 
ard direc-io- as •chair.-nen operated in individualistic 
pat -ems-. 

• Tr.e president, dean of instructior, and the divi- 
c-.:^n ?nairtr.er. agreed that- the College had groWn- in 
sioe and complexity to an extent that required the 
pr--ration cf authoritative guidelines for administra 
tive nrocedure at the division level. 

3ACKGR0UNP AND SIGNIFICANCE , 

A telephonic survey of ten community colleges- 

in southern and central California established that 

oTiLy two had prepared procedure manuals fo*- th^ir 

/ 

chairmen (Appendix C /. These t^io colleges r'eporfed : 

}''^' useful "ar.d planned^to continue their' publi- 
ca ■ J - . 
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vist of tir.9 deans of instruction to whom the 
incuir^A was^addressed expressed interest in the pro- 
posai of Harbor College to prepare a chairman's pro- 
99dure manual,'. A number requested ^that a copy of 
the manual b^ addressed to 'their attention. Most 

-respondent c6llege.s- indicated that they were utiliz- 

I 

. ing the chai^'rman' s. duty statement, special bulletins, 
and/or references in the college faculty handbook 
as the only; written procedural guidelines for depart- 
ment or division ^oxJeration; search qf the ERIC 

document file developed no listings related to manuals 

/ 

of this type for community college division or depart- 
ment operation- * . • • • 
^he ri^ed for a chairman's procedure manual at * 
Harbor College was more acute %h^n that .expressed - 

by oi/her colleges for the ^following reasons: 

• * * * 

1. The duty statement of division chaj.rmen was 

last updated in 1959 • An examination of 

this statement • revealed a number of duties^ 

""no longer performed. 'Not surprisingly the 

duties ol^chairman had^ expanded and encom- 

passed areas of responsibility which did 

not ex-ist in 1959. Indeed the scope and 

nature of the authxDri ^y of the chairmaA ^n 

^oiB of these areas was questioned b^^ the 



facultv senate and ify the chairmen them- 
se Wes. • , ^ 

. The dean of instructinn was n.ew. to >Che 
^ College, having been appointed upon the 
, retireme^it of his pred^ecessor xn August 

of 197^; the assistant to- this dean also . . 

'retired in 197^. The clerical staff of 
the Office of Instruction, tjius, 'provided 
the ^only linK of continuity between the old-"" ' 
and n^w officers- of "instruction. Working' re- 
lationsht'ps which hac^ placed heavy reliance ' 
^ipon mutually understood practices and con- - 
ventions were placed under particular strain 
because of the lack of experience of the' in- 
'^structior.al officers, ^ ' " 

The scope and jurisdiction of the (Jollege 'Curr- 
iculum and instruction Colmmittee, principally 
composed of the eleven division ''hairmen and 
the dean, was) poorly understood. Its functions 
were commonly confused with those of the Exe- 
cutiv.3 :^om::nit'tee , the other major administrative 
committee on the Hiarbor College Campus. Cllari- 
fication of the role of the Curriculum and In- 
structiop Committee was related to that concerning; 
the duties of ^chairmen (3ee L above). It became 



evident also that the* preparation of a prd^. 
cedure manual would not -only bring Ho issue 
imoortaht questions concerning the role of 
*• ' 'division chairmen, tha"t of the Curriculum and 

• Instruction Committee, but, t6 an ejct.ent, the 

4 

Office of. Instruction as an administrative 
entity at Harbor College. 
, V ■ ♦ ^ a)he signif i-cance of the study, therefore, eiftend- 

ed beyond ^the need to clarify procedures to require 
. an examination of the fundamental prerogatives* ^n<5 
responsibilities of both the ch^ir;n6n^ and the Gurri- 
culum and Instruction Committee. The* proced^ures 
' review required^a- critical examination of the cjhair- 
man's duties which in turn might suggest needed re- 
visions in the chairman's duty statement. 

PROCEDURES ' ' ' . 

> 

« « 

Initiation of the Study 

Previous sections' allude to the need for a manual 
^ of procedures as perceived. by this writer who was the 
dean of instruction. This need was also revealed in 
the discussions of the Curriculum and Instruction Com- 
» m'ittee at its meeting on October 2% 197^. The conjr 

' . mitt^e recommended ^that work leading to the preparation 

^ ^ of such a manual be co^Jmenced and that a subcommittee 

composed of volunteer chairmen, the director of^nsti- 

ERJC ■ • „ ■. • 9 



tutional ^-research, and the dean undertake this resporf- 
3ibili::y. The subcommittee was directed to plan* its 
own procedures -and to make periodic reports/ of its 



progress. K was understood that such procedures as 
were proposed or ^recommended for revision %y the sub-* 



committee be reviewed by the committee prior to adoption. 
The 'president of the College was made -aware of these 
plans and gave approval to the proposed activities 
and goals of the committee and the dean/ 

A Plan for the Study 

The subcommittee as constituted' included two di-^ - 
vision chairmen, the director of institutional research, 
an administrative assistant from the institu1>ional re- 
search office, with the dean instruction aa chairman. 

Prior to the first meeting, the administrai^v^e, " . 
assistant conducted a search of the litera-ture. 'a' 

search of' the ERIC collection and of the Index of Doc- 
tural dissertations for the previous five years deVetLoped 



useful references but did not reveal any reference 
the preparation of a chairmens' manual. A telephoni6^ 
survey of ten Southern California Community Colleges 
was conducted which. fo^rj^ only one that had prepared 
a manual exclusively concerned with^ procedures for the 
use of division or department chairmen (Pierce,^ 1973) • 
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Another college. Cypress College, was cited by ERIC - 
but it was determined 'that procedures' for chairmen ^ 
were in^rporated in the college handbook rather than > 
as a separJte publication. ^ 
1 The chairmens' duty statement was examined as a 

potenkal "foundation" document to suggest an organi- 
zational framework for a procedures review. It was 
, soon apparent' that th^ statement'was too brief to 
serve this purpose. It had 'been "prepared some 1?^ 
years previously^rid. not surprisingly, was in 'need of 
revision (Appendix D) . ^ " " ^ 

. A seaisjh of the latest faculty "handbook of the 
College developed some twelve references to the re- 
' sponsibilities of chairmen and/or to procedures which 
involved them in their capacity as chairmen. T-hese 
referej^ces were too fragmentary tq provide th6 .-necessary' 
framevork ,fof^a manual of procedure.' The 'faculty^ 
handbook had been prepared for the orientation and gen- 
• eral- information of_instructors and it was agre^ that 
this purpose would be compromised if an attempt were 
ro'ade to incorporate divisional procedures. 

The subcommittee concluded that there existed 
no single compendium of duties and responsibilities 
around which a manual of procedures mi5;ht logically ^ 
be organized. "Instead it was decided to categorize 
th^ rospon^ibilitieo of chairmen according to a . ^* 
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modif icatLpn of a classification proposed by Anthony ' 
(1972). Aided by, but not limit,ed' to, the outdated 
duty statement, the subcommittee sought to list those 
responsibilities which the chairmen and the *0f f ice 
of Instruction recognized as proper and current. This 

, V-' \ f ' 

.'lasting of responsibilities was to be the guid^ from 
which needed procedures would tie identified and around^; 
which they might logically be org&nized (Appendix k)\ 

'There was also recognition that division chair- 
men at Harbot performe.d certain of thpir duties'^co^^^^ . 

* * \ 

operatively as members of the Curriculum and Iristructioi^ 
Cfoi^.ittee. Only by a review of the responsibilities^ \ 
of chairmen as they functioned as members of this com- > 
mittee was it possible to complete the search for need- ' 
ed procedures (Appendix B)'.' Since there was no clear \ 
and concise description as to \^hat these responsibilities, 
were, the need for a clarification of the function of 
the Curriculum and Instruction Committee and of chair- 
men as they served as members of this comrtiittee was eyi-. 



dent. 



Collection of the Data ^ 

The subcqmmitte of chairmen requested, infor- 
mation which required the following: 

1. The preparation of a questionnaire to. elicit 
the degree to y/hich Harbor Collef>;e division 



12 



cr.airrmen recorni^edvand under3tood their • ^ ' 
procedural ^iresponsibilities and those of^ 
others, as these deriv^e. from a. list of select- 
ed chairmens duties. Chai^r;men were also 
asked fo comment as to whether they believed 
written procedures to be necessary and, if so, 
for whom. 'Opportunity was also provide'd for 
renerkl cgmmehts of a kind other than that 
orovidedi in the regular structure of the 
questionngiire (Appendix A). 

The preparation of a second questionnaire to 
elict' the perception of Harbor Cqllege division 
chairmen of the proper role and function 'of 
tne Coi^lege Curriculum and Instruction Com- 
mittes and, inf erentially,* of iheir individ- 
ur&l responsibilities as members of this com- 
mittee (Appendix ^ . 
A search' and evaluation of existihg documents 
of the College4 relating to chairmens* du-feles 
"and the concomitant procedures. " Th3se in- 
eluded the -Harbor College Chairmens Duty State- 
ment (Appendix D), ihe -"Class Description" for 
, department and division chairmen of the Los * • 
^ An^bsles- Community Colle^^e District (Appendix E}, 
the Harbor Collea:e Faculty Handbook, and selecte 
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documents from the- fiVss of fhe Office of 
< Instruction and the Office of the 'Presidervt 
of Harbor College. ^ ^ ' 
The development of a- logical categorization 
of the duties of division chairmen which' 
related such duties both to the basic re- 
sponsibilities of the position and to pro-* 
, cedures which either existed or which 
shpuld be considered for adoption. 
. 5» An investiga^'fion of the practice- of other'' 
comparable institutions in *the instruction ' 
of their chairmen relating to procedures to 
* be followed by them in the discharge o£ their 
. dutieSf Tfi^s included a search of 'the litera- 
ture and ^a telephonic su3rvey of ten California 
•Community College believed to bq comparable 
in structure and needs to Los Angeles Harbq'r 
College (Appendix C)# ^ 

Tre-atment of^^the Data 

The preparation of- a manual of procedures for . 
chairmen was the anticipate^ end' product of 'the 'study# 
It was not, however, the major goal of the. practicum 
which was to promote a prboess of self-evaluation and 
task' re-examination for both the division chairmen and 
the Office of Instruction# . 
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• Although xhe principal objective v/as process^ 
rather than nroduct, it could 'not be successfully 
pursued until the basic . information and rationale, 
for the self-evaluation process was developed. As, , 
has been desc:^l^e4, there was a need" for a^J^asic 
understanding of role and responsibility before the 
secondary consideration of ^ which procedures 'were , 
needed could Commence. The data assembled neec^d to 
support the discussion and decisionrmaking needs of ' 
the subcommittee and^ subsequently, the Curriculixm 
and Instriiction Committee wi^h respect to the f plloHin^}^ 

1. To indicate the -proper role a/id responsi- 
bility of divisioji chairjnen as perceived 
by them» 

2 . To .measure the 'degree of unders-tanding by ^ 
chairmen of selected major responsibilities 
and. of the procedural obligations lihat 
derived therefrom. 

'? 

3^ -To assess the exteiVE to. which there was / , 

' recognition and acceptance of the, listed 

procedures. . , ^ , t • ^ 

' ^. To provi-Se informa-tion sufficient to support 
a decision, bjr* the* chairmen as*to which pro- 

; 1 ' 

cedures needed to be written or .revised. 
5. ^o indicate the preception of chairmen as to \^ 
tlie orooer role and ' f ufictiori 'of the Committee 
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on Curriculuni and Instruction of wUich /they 
v/er^the principal members. 
6. ?o guide the chairmen and dean* in a i/evision, 
expansion, and update of the chairme^ns' and 
dean's offical duty statement* » 
The problem of consensus "Resting walj^ addressed 
early inthe study. Chairmen voted unanimous a^ree- * 
ment 'that consensus on a given item, e.g. the response 

a question from "a questionnaire, be tested by vot*e 
and that the de^rmining vote be two-thirda of those 
present. This convention was followed on the question-r 
nair^-on the. Curriculum and Instruction Committee 
(Appendix 3). ^Another criterion had to be followed 
on the questionnaire on chairmen' s Responsibilities (See 
page Zk). . ^ . 

Limitations of the Study 

An unavoidable el^^ment of presumption under- 
girded the entire study,, namely, a number of duties 
and responsibilities of chairmen were inferred from 
v;30urces other than the official duty statement. This • 
was necessitated because the duty statetnent was more 
15,mited than the full scop6 bf understood -duties and 
because it was so old that no^one asserted it to he 
the proper ^nd sufficient description of what a chair- 
man did* Put differently,' ^ •listins: o'f only tho^e 
procedures related to resDonsibili ties set forth on the 
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duty sxate.Tien-t woul'd* have omitted many procedures, which 
were either operational or for which a need was recog- 
nizee. This limitation, and this prgsumption-, was re- - 

cognized at the outset by the chairmen, dean, and ^f-e- 

t 

■sident. It .was the reason why the duty statement, log-* 
ically the foundation for a progedure needs search; 
was replaced by a categorization of duties some of- ' 
which lacked official approval at the time of the 'study. 

It was also recognized that such ^ study as this 
might result in recommendations for more written proce- 
dures 1^han subsequent practice could justify. A pro-^ 
cedure- migijt be supposed desireable whenever there are 
responsibilities involving an ordered sequence of acti- 
vities. There are tendfencies to overvalue> the useful-'' 
ness' of procedures thus instituted and to underestimate 
the efforts required to prepare forms, update the .pro- 
cedure, and adjust to new and perhapsjlittle-needed 'con- 
stramts. Imposing a formal procedure upon a certain 
activity may do little or nothing to -improve the effector 
iveness and efficiency of that activity. 

Lastly, there was\ recognition that the goal of in- 
stituting a self-evaluation of the roles and respon- 
sibility of division chairmen and that of the Curr- 
iculum and Inst-^uction Committee was an ambtious one. 
The study was- limited to chairmens* perceptions of respon 
sibilities obviously required consideration of institu- 
tional need and the ^extent to whic|| the president 



1? 

wished xa delegate ad.-ninistrative authority* to 
chair.-nen. ^ ^ 

I 

FINDINGS 

The-^le and Funct ion of- t^he Curriculum and Instruction * 
Comittee ^ - / . 

A questionnaire was distributed to all members 
of. the Curriculum and . Instruci;ion Committee which re- 
quired committee members to react to sixty-one selected 
Collate responsibilities. The committee was constituted 
of the eleven div'ision' chairmen, the only voting members > 
and the following ex-officio ^members i coordinator/ Library 
and Ins true tion^Ll Jiaterials Center; coordinator, cbop- 
erative education; director^ occupational educ^ition; as-, 
sistant dean^^ college developmenl;; assistant dean*; even- 
ing and outreach; assistant dean student Personnel ser- 
vices, ^ and: president of the faculty, senate* Since 
the questionnaire was conc.erVied with the function of "the 
e^.tire comnitte^ there was agreement that the total 
memb,ership should respond, i*e», the Voting' would not 

be ^limited to the regular voting membership only, on 
/ 

thi3 important issue. 

Each member v/as asked to evaluate the responsi- 
bill ties on* the ba3;L3 of four-point ^^raduated response 
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3::ale whioh per.Tutted indication of tne ijnportance of 
each r^sponsibilitv. 'The four responses, in order of 
decreasing iniporxance, v/ere: 1. Must recommend 

f 

"approval; 2. Must be consulted; 3* ^'^^V be consulted; 

.Must be notified. If the respondent felt that the 

responsibility was not a concern of the committee, he 

v/as encouracTed to indicate which regular committee of 

the Co]^e£:e had jurisdiction. The total number of 

responses for some items were gbserv^d to be less than 

the xotal nu.Tioer ^19) voting w^nioh indicated that ) 

:50m^^ persons chose not to respond. For certain 

other items tne* vote was' greater than the total number 

votir.^. This was to expected . inasmuch as more than one 

response per item was appropriate v/hen the respondent- - 

did not regard the responsibility as a proper function 
♦ t 

of the Curriculum and Instruction Committee (See Appendix, \ 

The committee analyzed the results of the question- 
naire on the basis of the agreed ^riterion which was 
to require a two- thirds vote in order to establish a 
given responsibility as a proper function of the 
commi'ttee. As applied, this required that the respon- 
sibility receive a combined^ta"ta\^ote of at least 12 
■ in th^ two ' highest r'ated^^ categorieoX i • s • » ''i^ust 
roccT.mena approval", and ''Must be con>3ulted". ^A total 
of 20 of the^^6JL responsibilities met this criterion 
(See Table l) . ' " ^ 

19 
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TABLE II 



MAJOR RESPONSIBILITIES OF THE ^CURRICULUM AND INSTRUCTION 
COMMITTEE AS PERCEIVED BY-^^OJ^TTEE MEMBERS 

(See Appendix B for Complete Questioria^ire of 61 items) 



Rank 


Item Nin^ber 


" . Responsibility' 


1 


i 


Approval or New Courses 




2 


Approval of New Curricula (Programs) 


o 
Z 


c 


College Graduate Requirements (Certificate, A.A, Diploma) 


3 


0 


General Education Requirements (Califprnia *State Colleges 
and Universities) 

Outreach Program and Policies • j 


3 ■ 






37 


Master Educational Planning ^-ns^ ^ I 


4 


* 

25 


Policies for Allocation of Classrooms 


5 


20 


In-House Policy RecommehJations for Hiring'New Instructors 
> • • 


5 


32 


Programs for Instructional Innovation 


5 


51 


1 

Interdisciplina'ty Studies 


0 


7 


Specially Funded Projects with Curricular Implications 

4* 


o 


Q 
O 


Specially Fu^ided Projects with Instructional Implications 


7 


3 


Development of New Courses and Curricula 


■ 7 




College Budget": Instructional Supplies': 


8 


- 10 


College Budget: Instructional Equipment 


9 


12 


^College Budget: Additional Certificated Staff in 


ro 


49 


Classroom ^llqcafion and Utilization 




17 


, J- 

Academic Calendar (Recommended Starting and Termination^ 
Dates) 


-12 


13 


College Budget: Capital Construction, A ♦ & I. 


13 


47 


Policies and Procedure for Preparation of Divisional 
Budgets ^ f 



\ 



\ 

\ 
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A number of responsibilities which are either in 

curricular or instructional categories failed to 

meet the selective criterion. In some of these cases " 

chairmen assigne'd responsibility to an administrative 

r 

office, (visually Instruction)* The others, presumably , 
v/ere regarded as the r^ponsibilities of the chairman 
and/or his division rather- than- as concerns , of the' 
committee. This assumption is supported by compar- 
ison of the responsibility items of this question- 
'naire with their counterparts in the questionnaire on 
individual responsibilities '(Appendix A) 5 
^ ■ In order 'to establish a rank order of the respon- 

sibilities listed ir^Ta^bl^ I, double weighting was 

< 

given td responses in-^j^tHe "Must Recommend Approval" 
Category (See Table II). It was evident that the 
chairmen recognized the curricular responsibilities 
of the C^irriculum and Instruction Committee a^ its 
highest priority. • 

\ 

' Chairmens Perceptions of Responsibilities and Durties 
Division chairmen v/era also , asked to respond\to 
a questionnaire whic^h required them to indicate th^ir 
comprehension of 53 major responsibiliti-es and the 
procedural obligations relatirjg to each (See page ?). 

The responses were assessed by a four-poi^t rating 
scale rans-ins; from complete understanding to a ^statement 
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"This responsibilijy and procedure requires clarification" 
For each responsibility* the chairman was.^asked to indicate 
vihether a -A^Jritten ^procedure , was required and, i-€ so, 
whether forNall chairmen or .new chairmen .only* Provision 
was made for comment ^opposite each responsibility. 
This questionnaire, entitled ^'Clarity of Responsibility 
and Procedures for Selected Duties of Division Chairmen", 
with a count of responses for each item appears as 
Appendix A of this paper. 

A number of interesting observations were possibles 
It There was a strong vote- in favor of a written 
procedure in 10 areas even though chairmen 
indicated that they understood their respon- 
* sibility and the- related procedure for eacK 
rather well (See- Table III). ' ^ • 

2. /tJhairmen were uncertain of their responsi- 
bilities in the area of instructional support 
services. Only 3 or fewer chairmen indicated 
the highest level of understanding with re- 
spect to the cooperative education program 
(Item 11), the College communications officer *' 
(Item 25), the College Library (item 28), the 
College Instructional Media Center (Item 29), 
and the counseling staff (I^em ^5). 
3^ Less than average understanding was indicated 
(5 or fewer responses at the highest level) for 
responsibilities in the a'r^ of community 
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relations. •A heed for . clarification rather 
than written Drocedures was indicated.- 
A. There were 15 responsibilities for which 

^ or more chairmen indicated a need for clari- 
» fication. These items as well as the express- 

ed need for procedures appears on Table IV A, ^ 
^ 5» There were 19 responsibility areaSs in which 
the total number of responses requesting a 
written procedure totalled 5 or more (See" 
Table IV B.)^. 
6. There were 27 areas where three or mo^ 

chairmen opposed the development of a pro- 
cedure (S§e Tatle IV C). * ^ 

Selection of Needed Procedures 

- ^ 

A meeting of the subcommittee, was c3.11ed to evaluate 
both questionnaires and Tables I, II, III, and IV derived 
therefrom. 

The questionnaire on the role 6f the Curriculum 
and Instruction Committee definitely served to establish 
the function of this committee as perceived by its mem- 
bers and led to one of the major recomraenda-^ions of this 
study . (See' Page 2^) • It did not' suggest any needed 
procedure which, perhaps, was to be expected inasmuch as 
the principal concern 'of this questionnaire v/as with 
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TABLE I'll 



*There is a strong vote^for a procedure in 10 areas (V + VI ="^4) 
even though chairmen indicated s-trong understanding of the procedure 
and their respon$ibility (I + II =^7). 



ixEn 


T 1 TT 


XT I ITT 

V + vl ■ 








1 




6 


9 


7 




13 


7 


■ 6 


17 


9 


4 


19 


7 


6 


33 


8 


4 


34 


.8 




37 


7 


5 


^2 


7 


5 








4A 




4 



INTERPRETATION: Are seeking clear aj^thority or confirmation that 
they do indeed understand, 
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TABLE IV 



Items iii w^icli 4 or more chairmen called for clarification (IV) 



Item' 


Clarificatioji 


Written Procedure . 


Procedure 




needed 


required 


, not 


; 


- 


. All- 


New 


Required 




■ • 


Chairmen 


Chairmen 






■ .IV 


V 


VI 


VII 


3 


5 


♦ 

4 


. 0 


3 


11 


4 


* 5 


0 


3 


12 


4 


3 


1 


- r 


20 




^ 2 


1 


3 


25 


' 4 


4 


0 


2 


26 


4 


5 


0 


1 


28 


5 


2 


1 


2 


29 


4 


3 


1 


. 2 


36 


4 - 


3 


0 


3 . 


38 


4 


4 


1 


3 


41 


4 


5 V.- 


0 


1 


48 * 


4 


3 


1 


2 


49 


5 


' 3 


0 


4 


51 




3 


0 


3 


53 




0 


3 











Areas in which 5 or more chairmen suggested a written procedure 
(V + VI =>5) 



(6) 
(7) 
(6) 
(5) 



11 (5) 



13 (6) 

18 (5) 

19 (6) 
24' (5) 
26 (5) 



27 (5) 

30 (5) 

34 (5) 

35 (5) 
37 (5) ' 



38 (5) 

39 (5) 
'41 (5) 
42 (5) 



V 



Areas in which 3 or more chairmen opposed the development of a 
procedure (VII) (N =- 27) 



(3) 
(3) 
(4) 



8 (3) 

10 (4) 

11 (3) 
14 (3) 



17 (3) 

20 (3) 

21 (3) 

22 (3) 

23 (3) 

31 (3) 

32 (3) 



33 (3) 

36 (3) 

38 (3) 

39 (3) 

40 (3) 
42 (3) 
44 (3) 



45 (3) 

49 (4) 

50 (4) 

51 (3) 

52 (4) 

53 (3) 
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' *TABLE V 



RESPONSIBILITY ITEMS FOS "-WHICH CLARIFICAyiO^J 
. AND/OR PROCEDURES ARE TO BE WRITTEN 



Jtfem 



Weight 
VWI . 



Responsibility 



2 
4. 

13 

19^ 



11 

18 
24 
26 
27 
30 
34 
35 
37 

38 

39 

'41 
42 

•3 
12 
17 
25 

29 
33 

44 
48 

20 
28 
36* 
49 
S'l 
53 



.(7 
(6 

(6 
(6 

(5 

(5 

(5 

(5 

(5 

(50 

(5 

(5 

(5 

(5 

(5 

(5 

(5: 
(5 

(4 
. (4 
'(4 

(4 

(4^ 
(4 

(4 

(3 
(3 



/<3) 



Developmejnt of a new occupational program (curriculum). 
Preparation, submissipn and approval of new courses. 
Couyse articulation or coordination with other instructional, 
.divisions, * ^ a , \ ' 

Coordination of division programs witli College objectives. 
Planning and preparatiotv of the Master Educational Plan (Division's 
Section) ♦ • ' . ' ' , ' * * - 

The functioi^of ^nd participation as member of t!he Curriculum and 
Instruction §ommittee. ' *" * ' * ^ , ^ 

"Cooperative Edu^fciow* Program. 

Administration of*^he divisional supply and equipment budget. 

Autht)ri?atidft forsfield trips and guest speakers. 

Providing for the safety and security of personnel and property • 

Faculty and classified conference attendance. 

Classroom utilization andt allocation. * /, 

Chairman's role^ ii:t evaluating performance of instructors. 

Orientation oE ney instructors. 

Adjustment of grievances iiivoiving instructprs at the division 
level.- / . 

Supervision of specially funded projects artd relations with 
.Office of College' Development. / . ' ' 

Supervision of the level and content of tne" divisional ilistruc-* 
tional program. ^ , \, . 

Leadership of oiltrreach classes and/or programs. 
Supervision and evaluation of classified employees and student 
wofkers. - ^ ' / ' * 

Course artipulation with senior institutions. , ' • 

Grading standards and policies. / 

Contributing to the update and improvement of the College ^Catalpg. 
Securing, neecled publicity and relations with College Communicattona 
Officer/. ' ' ^ ^ 

Coll^g^ Instructional Media Center - division relationship.^ 
Assessing need for requesting additional instcuctors day, evening, 
and Summer" session. • * .\ . ^ ^ 

Selecti6n and evaluation of substitute and replacelnetit instructors. 
Diiriaion - student activity relationships including co^curricul^i^ 
programs . « ^ ^ ' ' " . 

Of ganization -and mainteuance of divisional records. 
College Library - division relationship. 

Providing in-service training (staff - developmettt) fo,r instructors. 
Participation.cn community (non-occupational) advisory committees. 
Assessment of^community needs as they relate to curricular programs. 
Providing advisory ^services to the community. 
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chairmen acting collectively as members of a committee 
rather than «as individual divisional leaders. 

The response to the other questionnaire on chair- 
mens'' perceptions of responsibilities and* duties 
yielded:^ quantifiable data as to the areas which re- 
quired" clarification and/or a written procedures. The 

f 

• subconimittee decided that all responsibility items 
which appeared in Tables III, Table IV A,, and IV B*. 

/should receive further consideration with the likli- * ' 
hood that these responsibilities and related proce.durds 

.be designated for inclusion in the procedure manual* 
Eleven of the responsibilities appeared on both 
tables but a: total of 33 diff^lrent responsibilities 
fell within the selection criterion. These are. 

»set i^^orth .in Table V; T^e itemg are arranged in rank . 
. descending order according to the sum of the total for 
each item, columns' V. and Vl» 

' , ' RECOMMENDATIONS \ * 

. The subcommittee orv the chairmens^ procedure - manual 
recommend the following to the membership of the Curri- 



culum and Instruction Committee :^ 

1. That v/ritten procedures 'and/or clarification 
be prepared for each of the 33 responsibilities liTsted , 
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, in Table V. * 

That chairmen participate in the writing 
of the procedures and clarifications. Each 
chairman will be assigned one of .the respon- 
sibilities listed in fable III* For these 
responsibilities both a good understanding 
and a strong need for procedures was in- 
dicated. (A format to guide the write-up. 
for each responsibility will be provided). 
That the procedures thus authored provide the 
'basis for discussion in meetings of the Curri- 
culum and Instruction Committee. It is 
expected that this will not only serve to 
proraotd* improvement and understanding of the 
procedure but will also result in a worthv/hile 
review and clarification of the related respon< 
sibilities. 

That the cpnunittee evaluate the effective- 
'ness of Ithe process followed in writing the 
first 10 procedures. It should then make 
recommendations as to how it* wishes to piroceed 
with the remainder of <the selected procedures. 
The subporrsnittee strongly recommends a coopera- 
tive arid particioative process but recpgnizes 

- ) 

■» 
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xhax the experience gained in preparing 
these first procedures may 'suggest means by 
which the writing or reviW can be improved, 
5^ That. the Off ice ^of Instruction compile and 
ppovide for the regular updating. of a 

Drocpdur^^^anual, It ris felt that sucTi a 

/ 



manual will not only be of particular value 




. reference to even the most experienceci. 
^ ^ The Curricul^im and Instruction Committee requests 
the dean of instruction to apprise the president of 
the results of the questionnaire "Role and Function^ 
Curriculum and Instruction Committee" and of its vote 
that the 20 responsibilities ii^ted below constitute 
its "major responsibilities". These responsibilities 
derive directly or inf er^ntially from the duty state- 
ment of division chairmen who constitute the voting 
membership of the committee. The president -is asked' 
to indicate in whatever manner he' may believe appro- 
priate his reactions\to t^e end that there may result-, 
a better understanding of the role and responsibility 
of the committer (See Appendix F) . 

. . . ^ / 

I^em No> Responsibility 

. 1 Approval of New Courses 

2 Approval of New Curricula (Programs) 
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Responsibility - 

College Graduation Requirements 
(Certificate, A.A, Degree) 

General Education Recpiirements 
(California State, Colfeges and 
Universities) 

'Specially Funded Projects with 
Curricular Implications 

Specially Funded Projects with 
Instructional Implications 

College Budgeti Instructional 
Equipm^ent - , 

College Budgeti Instructional 
Supplies 

College Budgeti Additional Cert- 
ificated Staff in Instruction 

College Budgeti Capital Construction, 
A. I. 

Academic Calendar (Recommended 
Starting and Termination Dates) 

In-House Policy Recommendations 
for Hiring New Instructors 

Policies for Allocation of Classrooms 

Outreach Program and Policies 

Programs for Instructional Innovation 

Masxer Educational Planning ' 

Policies and Procedure for Preparation 
of Divisional Budgets 

Classroom Allocation and Utilization 

Interdisciplinary Studies 
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Additionally^ and by special vote>»there was 
agreement to include Item No. 23^ "Entrance Exami- 
nations > New Students," even though the total vote in 
the -first two columns for this item was only six. 

The dean of instruction recommends to the president 
that the duty statement of division chairmen be re- 
vised and that the guiding documents for this revision 
be the questionnaire which appears as Appendix A and 
the Los Angeles Community College District Class Des- 
cription for Department and Division Chairman (Appendix 
E). ^ ' - . 

it is further recommended that aj)proval be given ' 

\ 

for the preparation^ of a manual of procedures for di- 
vision chairmen as herein recommended. This manual, 
which is to be periodically updatexi, i^ to be used in 
the orientation of new chairmen and is to become the 
official College guide and reference for administrative 
prat:tice . at^the- instructional division level. 
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QUESTIONNAIRE J CURITY OF RESPONSIBILITY AND 
PROCEDURES FOR SELECTED DUTIES OF DIVISION CHAIRMEN' 
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ERIC 



48 



APPENDIX C 
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Los Angeles Co.<iMUNitY Collece District 

Los Angeles Harbor College 

nil Figueroa Place. Wilniuigton, California 00744 
Telephone: So5-016r 



March 27, 1975 



Pursuant to the phone call made to your office today requesting 
a copy of any infonnacion available on procedures followed by 
your ^^tvislon/department chairmen, I would like to thank you for 
your cooperation. 

We ac Harbor Colleger are currently in the process of compiling 
information on the subjecjtr with the purpose of using it to draw 
iSp a handy, usable manual on procedures for our division t 
chairmen. The information you have sent us will be of great 
assistance in^fcrrthering this project. If you are interested, 
we would i>e happy to send you a copy of our manual when it is 
completed • 




JjWc E. Smith 
san of Instruction 



JESsTBrbd 



CC: 

Fuller ton - Dr. Philip W. Borst 
Gold;en West - Dr. William F. Shawl 
Grossmont - Mrs. Trudy Hill 
Long Beach - Dr, William C. Mlllington 



Paloraar - Dr. Vii:gil L, Bergman 
Pasadena - Dr.' Stanley L, Guostream 
Foothill - Dr, Harold Seger 
^De Anza - "Dr, Donald Fraser I 
Cabrillo - Dr, Floyd Younger"* 
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APPENDIX D 



DUTIZS OF' DI'vyfsiON CHAIRMEN 
LOS ANGELES COLLEGE 

( 
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Los Angeles Earbcr Jisaior College 5I 
Special Faculzy Sullstin, Vd. 22, No. 28 
I'lay 8, 1959 - Fase ? 

• DCTIES OF DIVISION CHAIB^EH / 

1* Assists in dsvelopment of cxirriculra as a nsmber of the .Curriculum and 
Ir.s'oructicn Comittee* 

2» Prepares division schedule'' of clacsses. 

3» Acts as liaison between the administrator and the instructor, and between 
the student and the instructor. 

• /" 

Assists in the recruitment and selection of teachers ♦ 

I 

5. Assists in apportioning supply and equipment money*^ 
6» Supervises and evaluates- instiniction, 

?• Assists the administration in the development of college policies in his 
capacity as a member of the Administrative Comcil. 

. 8. Prepares catalog materials. ^ ^ 

9» Initiates end processes alterations ^nd improvements, mainter^ce, and 
repair and replacement requests. ^ 

1C, Informs^ the administration of Instructor needs,* 

11* Plans ccvsring of cl3.3ses in absence of instructor (s). • 

Prepares division and instructors' reports « 

13» Assists in the selection .of textbooks, recommends their final approval, 
. 'and "orders them. 

14,.' Promotes apd assists .in the organization of advisory committees. 

^5^ Orients substitute instructor (s) in absence of regular irfktructor(s). 

16. division meetings. 

17# Makes certain that poiirse outlines and Xijjrary reading lists are prepared 
\sj all instructors in the division^^ 

Processes* equipment and supplies and audio-visual requests for members of 
- the department. 

19. ^Tlepresents the college and the divislorf at local and area meetings. 

20. ^ Takes, responsibility f or' jiie m3.intenance of grounds and plant. 



60 



Lcs 'Angeles Earbcr Junior College ^ 
Scecial racultv Bulletin, Vol. XX. Ko. 28 



52 ^ 



21. "Arbitrates- cispatss vithln the .division, 

*22, Cocrdinates ezcaiiinaticn rcateriels vithin the division. * 

23, ?roaote3= ordering and use of librar.y materials, ,J ' 

... ' , • - . . «^ 

24.. Organises and supervises In-Service training and institute prograics. 
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CLASS DESCRIPTION: \ DEPARTMENT' CHAIRMAN 
LOS ANGELES COMMUNITY COLLEGE DISTRICT 
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LOS ANGELES COI-IMUNITY COLLEGE DI-STRICT 

person>:el services division " ' * 

5^ 



^ ^ >- • . CLASS DESCBIPTIOi; 

'f / • ' , DEPARTMENT CHAIILMAN' 

A* Prjjnary fmctlon : 



t 



/ 



Serves cis an instractor a::d asXa'a^ff .assistant: * to the dean and/or assistant dean 

of instruction; coordinates departmental activities; Schedules classes; supervises 

and evaluates departnental enployees; provides liaison between the administration 
and the depaxtment facxilty* 

B. Directly' ijesponsible to t - , ^ 
Dean and/^" Assistant Dean of Instruction *^ 

C. Personnel supervised ; m 



Certificated personnel as assigned 
Classified personnel as assigned 
Student employees as assigned . ^ * 

D. Responsibilities : 

r 

!• Provides leadership for improving the instructional program offered by the ^ 
department. 

Schedules and conducts departmental meetings to coordinate activities for the 
achieversent of departmental goals and objectives. 

3. Serves as department representative on the Departmental Council for the college. 

4. Assists in recruiting and selecting new instructors for day and evening classes. 

5. Assists with orientation of ne\^ instr^ictors. 

6. Prepares and submits for approval the ^crt^ule of classes for the department. 

7. Prepares and submits for approval the teaching assignments for instructors in 



< the department; coordinates the assignment ''^f studMt instructors. 

; 8. Serves in a liaisor^^^ departmental role between students, faculty and administration- 

: 9# ' Assists in the supervision and evaluation of in^i^ructors in the department. 

10. Reviews the instructional program of all instmctors in the department to inside 

^ that only approved textbooks and other appro^qd instructional materials are used. 

11. Coord^ates the evaluation, selection, ordering and safe keeping of supplies and 
^ • equipment for departmental use. Assists in planning for facilities. 

\ 12. Provides information to ^.tudents about educational opportunities add assisxs them 

in selecting courses to^ achieve their educational objectives. 
' ^ 13. Assists in the interpretation of the depar ttnental program and procadutes to 

individuals and groups in the community including representatives of business, 
industry, labor and civic organizations, 
; 14. Coordinates departmental surveys and studies. 

' 15. Instructs classes as assigned, 
•16» Performs other related duties as assigned. 

E • Knovledses, skills> abilities and personal 'characteristics ; y 



/ 

1, Familiarity with administrative procedures and practices in the college ^ 
2% Knowledge of departmental curricula and Instructional program. / 
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1. ♦ An underscancing of che r.ultiple functions performed by conaunity Colleges as a 
part of highar educacior./ ' ^ 

A. Ability to eant che respect and loyalty of^ borth adninistrative and faculty 

colleagues. / - ^ ' 

5. iVbility to/establish good connunity relationships. " ^ 

6. Abilityiro'-vriie clearly and concisely and to make effective oral presentations • 

7. Persorvad characrerisrics necessary for uoifking with ad^iinistrators, faculty 
aeab^rs and students including wholesonie personality^ good judgment, tact and 
aWlitN' to cccperace with co-workers. 

T. Qualifications : 

Status: 



Status as a full-tiae certificated employee of the District. 
Credential : 

A valid California. credential authorizing teaching kt tlU conmunity college level 
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APPENDIX F 

RECOMMENDED FORMAT FOR PROCEDURES 
DIVISION CHAIRMENS PROCEDURE MANUAL 



65 



57 



3. 



5-, 



r2c0m>1£nded format for 'writing procedures 
craih:aens' prccedure manual 



Title (Give name of re^sponsibility or procedure, 
e.g. "Selection of New, Instructors', Day**) 

General Description of the responsibility Procedure 
(e.g. "The College and District are conunitted to 
a merit employment procedures and central recurit- 
ing; there are more than 170 lists, ("pools"), of 
applicants Whose files are in the District Office. 
Selection requires interview of at least 3 applicamts 
by a campus interview committee .etc."; 

General Responsibility (Name person who is res- 
ponsible for the overall execution of this task 
to completion including the activities of classified 
personnel and other certificated persons, e.g. "Dean 
of Instruction" in the responsibility cited above) 
• 

Specific Responsibilities (rive name and specific 
responsibilities of each certificated and classified 
person, e.g. "Division Chairman: Recommends a selec-' 
tion and/or interview committee as provided' by Dis- 
trict regulations") ' . ' 

Special Comment (Reference should be made to offi- . 
cial sources of information, forms required, etc.) 



'"Note I Avoid unnessary detail. Use brief statements j 
th'ey.need not be complete sentences. 



UNIVERSITY OF CALIF. 
LOS ANGELES . 

DEC 1 9 19/5 
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